MEMORANDUM .F.

IDAHO DEPARTMENT OF LABOR SERV’CE

f

DATE: June 26, 2003 WIAB 05-02
TO: All Service Delivery Areas; All WIA Subrecipients; All Local Office Managers
FROM: Joni Booth, Chief,

Accounting

SUBJECT: WIA Accruals for Program Year 2002

The WIA participant payment system will close for Program Year 2002 on Friday, June 27, 2003.
After closure, we will give WIA case managers limited access to the accounting system so they can
manually add, correct or delete financial accruals. This process helps to ensure that costs incurred
during PY 2002 are actually charged to the PY 2002 grant, and not to the next program year. Bills
submitted to WIA payroll by Wednesday, June 25" will be in the system.

All WIA Subrecipient staff will have the opportunity to view and modify (if necessary) participant
accrual data on Tuesday, July 1st from 8:00 am to 6:00 pm Mountain Time, and Wednesday,
July 2nd, between the hours of 8:00 am and noon Mountain Time. Staff may enter the
accounting system from any personal computer with access to the Internet.

Automated Accruals

Participant accruals are unpaid financial obligations that are due and payable during the program
year. Our accounting system generates these automated accruals throughout the year, based on
certain costs paid in the prior month. These costs include OJT employer payments, work experience
wages, internship wages (including fringe) and needs-based payments.

Automated Accrual Example

If the system makes a $600 OJT payment for April it will automatically generate a $600 accrual for
the month of May in anticipation of another monthly invoice. The May accrual will be changed to
reflect the actual May payment when the invoice is paid (generating a June accrual) OR the accrual
will be deleted if the individual completes from the activity. Note: There must be no time lag
between the last day worked and the activity completion date or the system will retain the May
accrual in anticipation of a May invoice.

Manual Accruals

Case managers are provided limited access to the accounting system and are asked to review and
adjust, when necessary, system accruals at the end of each program year. This limited access
period provides case managers with the opportunity to enter manual accruals for outstanding
payments that have not yet been processed. Payments such as child care, transportation, tuition,
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books, supplies, etc. are not included in the automated process and must be entered manually if
appropriate. Remember: In order to qualify as a current year cost, the actual transaction or date of
purchase must occur on or before June 30, 2003.

Questions or problems call:
In Accounting: Robbin Hankins @ 332-3570 ext. 3157
Bob Boyd @ 332-3570 ext 3150
Or your Grant Manager

Security clearance for the WIA Management Information System (MIS) is required.
https://www.wia.state.id.us/login.asp

Idaho Workforce Investment
Information Syste

A1 TTeers Must Log i Lag irv &3 norms|

TSERNAME: |

PASSWORD: |

Lagin |
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| WIA Main Menu |

- IDAHO Y=
B Works
| Overview of Client |
|ﬁccuunt|_.ug' .-"Pam]]|
| Beports |
B
| SelestReports J Idaho Workforce Investment

Information System

Welcome to the
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[ WIA Main Menu | WIA Reports
| Client |
| Locate A Client | Management RE]:I( Select Ohligation Reports j
I Ouerview of Client I Oblication Reports
A Participant Activities
| s - | Participant Demographics
Participant Exit
Customer Satisfaction
Data Ouabty Reports

| WIA MainMenu | WIA Obligation Reports
| Client i |
| Locate A Client | *Program Veat: iZEIDE
| Overview of Client | *Report: [ Ohbligations =
Accounting Payroll
I Arcomy rza L I Pru:ugzam:IPIease selecta Program.. :__l
&Eﬂ
| S —— | WIB Humber: | Please selecta WiB... x|

Site: IPIease selecta Site...

Project: I Flease selects Projact..
Auctivity: |
Cage Mar: I

From hete generste a report for your site
number by tithe for what ever iz easiest for
yau to wark weith) and prirt . This can be

wour guide in selecting which paricipants ader Placement: 25 20 @ 15 £ te s
may need accruals and which participants ®required
may need accryals reduced,
| Submit Feguest I Clear Fomm

T 0 (Best for printing)

WIAB 05-02 — Page 4 of 11




[ WIA Main Menu | iﬁ
| ClientInquiry | mmm

| Locate A Client |
| Overview of Client |
Accounting Pavroll
 dccomitng Pane l Welcome to the
Tnfio
Select Accounting/Payrol l"kfﬂl"(,‘e Il‘lVEStmEﬂt

——ostmation System
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WIA Main Menu

|
Client Inguiry |
Locate A Client |

Overview of Client |

Accounting/Payroll |

Beporis |

Information |

Please choose a function below

Participant Payroll Information

Participant Accrued Expenditures

Accounts Payabhle:

« Pavee Search by Vendor
Number/SSIN
» Alphabetic Payee Search

State Vendor File:

s+ Vendor Search by Vendor
Number/SSIN
s Alphabetic Vendor Search

WIA Financial Reports

WIA Participant Manual Accruals

Select WA Paricipart Manusl
Secrials
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PARTICIPANT EXPENDITURES AND ACCRUALS
62472003 2:33.55 FM - - Update is Enabled--T=zerid=bboyd

FOLLOW INSTRUCTIONS IN RED " Enter part or all of the S5, Click
here, The neit page will bring up

> = all that matih the selected criteria,

| 1 - Enter all or part of S8 or First Mame or Last Wame. Then click ulhﬁ :

|Sucial Security Number | First Name | Last Name | f[ie’t Faricipant |

| R [ I | ClearsSijames |

PARTICTIPANT EXPENDITURES AND ACCRUALS
6/25/2003 1:35:50 FM -- - Update is Enabled--Userd=bboyd

FOLLOW INSTRUCTIONS IIf RED

| 1 - Enter all or part of S5I¥ or First Name or Last Mame. Then click on 'Get Participant'.

Social Security Number First Name Last IName GetParticipant |
588 | | Clear S8N/Names |
First Last.
‘ Rt ‘ Name ‘ Name

88888888 | STEFFANIE | DUCK

Click ©n The S50
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| 1 - Enter all or part of S5IY or First Mame or Last Name. Then click on 'Get Participant'.

|Sucia.l Security Number First Name Last Mame | Get Participant |

| [EECEEE |STEFFANIE | DUCK | Clesy SSN/Names |
s
| 2 - Click on one of the Cost Categories helow to show detail.
IActiun H;?mm‘meite N%er (;t Ohbligations ‘Expfnadil;lues AcTcTuails- TE::Eifﬂi&?:f
| 2002 | 3m308 | missil | @ | $100] $090| 000 $0.90
| | 2002 | 33308 | XX21411 | € | $1,083.00|  $11975| $000| 11975
| 2002 | 33308 |  xx21411 | 6 | $0.00) §270|  $0.00 $2.70
| | 2002 | 33308 |  d@Xat4it | I | 000  $27.00| $0.00 $27.00
| 2002 | 33308 | XX21411 | N | 80.00|  §755.00 $3,02000  $3,775.00
| 2002 | 33308 | oc21411 /X | gooo|  $12995  goo0|  $129.95
| 2002 | 33308 E | $o00|  $5400|  $0.00 $54.00
| [ 2002 [ 313308 | oneciietoncaean v [ sseaeo|  sa7000[ ooo[  $470.00
S i || | so00| 815695 000  §15695

& a"da":.‘iéffj*ﬂﬁa‘eg””’”“ YY1 X | sooo| 12995 000  $12995

Z-TZWZ [ HEE | YY 41410 | £0.00 §54.00|  $0.00 | £54.00
] | 2002 | J|I == ﬂ|| 3| | [

| Totals | | | | $2079.00 $190020($302000  $4.92020
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3 - Click on Manual Overide to togale Y/ and enter Manual Accrual.
‘ Then click on "Update Accruals® below.

| Cost Center |339D'8 |Fu.nd Number Lf@@‘ldrll | Cost Category E

|
Iz something WRONGT If you sge\{

LT e
Decem |

accruals for big §'s amounts manth

If wau weish to change the $755 in Feb. click :|
the Manual Override to % for yes and then

change the dollat amount to the desired

(Y/IN)
Taly $o.00 $0.00 | | |$0.00
August 3000 $0.00 | N |$0.00
September $0.00 $0.00 N 1$0.00
Orctober $000  $000| [N |sooo

[$0.00

!$EI.EIEI

Then click Update Accrualsj

after maonth and no expenditures ammaunt,
vouare most likely missing a . : = = =
completion date for this enraliment. | A1UAEY | B o500 | 'df-Ub\SN i$|:|.E|EI
ou will need to change these tao - - 2y
zero. Februaty £0.00 £755.00 IN ii’ﬁl:l.[l[l
March $0.00| §755.00 | $0.00
April 000 §75500) |N |$0.00
Way $0.00| $755.00 [N [$0.00
Tune. $0.00 $0.00 | | 1$0.00 ’
| Totals | 75500 $3,020.00 | §0.00L
Total Reported Accruals| $3,02000  Update Accrusls |

7
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Accruals have been updated!

3 - Click on Manual Ovweride to toggle ¥/ and enter Manual Accrual.
Then click on "Update Accruals’ helow.

| Cost Center |333{Z[8 ! Fund Number b@izlﬁll‘l | Cost Category lﬁ

Mot [ S0 e i | Mo
(X | ccruals
Tuly $0.00|  $0.00| [N |fs0no
Lugust £0.00 F0.00| | |I$_|1nn
September $0.00)  $000| [N [fs0no
October £0.00 $0.00 | | |i$n:m:|
November 5000  $0.00| [N [soon
December BO.00 Fo00 | M ||$III.EIIII
January 575500 $0.00 | |i$[l.l:|l]
February F0.00 |  E755.00 | [y |{$1nn.nn
March _ﬂ;ﬁer selecting Update accruals your sn:_:r_ee:\ ||$D'IJIJ
| e veserots ST
| s (i
e \mllzurrthtl:’e chance t:uefn:ul*e vol click LI'::n:SIE_tte_ A/,_ |i$IIIIIIIII—
Totals | £755.00 $3,DED}B§ | $100.00
Total Reported Accruals | §2,365.00 Update Accrals
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2 - Click on one of the Cost Categories helow to show detail.

|
i |Prugram‘ Fund Cost Cash | Total |Total Accrued
|Pmtm | Year WIB/Site Number &7/ Vol £an use the back arrow from the 31_5 Expenditures
| [2002 [ 38308 [ XX15411 | G Cu vausennowseecionew coscetto 0D §0.90
IR EE I e I e e s e D0
[ [z [amme | xxelall | o\ i 40,00 5270
| 2002 | 3ma0e | wmeotsit [ I | $0.00] ,az:*.t:n\:\\\)]saﬂ._oo | $27.00
| 2002 | 3m308 | xxziann [ N[ sooo|  §755.00[8X36s00] 312000
| 2002 | 3/3308 XxX21411 | X | $000|  $12995| $000|  $129.95
.. OF wou can uze the Add buttom toadd a \%”21 1 | I ‘ $U o | $54 o | $D e | i fl@
new Cozt Cat. Do not wearry about makinga [47 410 | A ‘ FO8% 00 | F4T70.00 | F0.00 | £470.00
mistake az once you have a nevy line for —
Cost Cat you wil see & delete button on the |41 410 | I ‘ F0.00 | F156.95 | $0.00 | $156 95
left zide under Lction: P :
| 41410 [ X §000)  $12995| B0.00|  $120.95
ST 2002 | 33308 YT 41410 Y $0.00 $54.00|  $0.00 £54.00
| 00| | ¥ Ed | | |
\add| | 2002 [ [ Hl FH[ H[ = | | |
| | Totals | | | | $2,079.00|  $1,90020(82,36500|  $4,265.20

PARTICTPANT EXPENDITURES AND ACCRITALS

622003 11:12:10 AN -- - Update 15 Enable

FOLLOW INSTRUCTIONNS IN RE

Lise the hiack arrow again to get beck ta this

soreen. You may now select another

patticipant:

1 - Enter all or part of S5I¥ or First Name or Last Wame. Then click on 'Get Participant'.

Social Security Number:

First Name

Last Name ‘

GetParticpant |

—

‘ Clear S8M/Names |
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